
[bookmark: _Toc224725475][bookmark: _Toc225168205]INTRODUCTION
The digital era has transformed how people learn, work and communicate. This means that digital technologies are not only part of our daily lives, but also essential tools for accessing, using, and applying information. Learning in the digital era is a serious challenge for anyone who aims to achieve good results in their professional path. Following this, individuals must develop specific digital, cognitive and interpersonal skills for academical and professional success.
This assignment examines essential skills for future career development, as well as the role of collaboration and digital tools. Task 1 defines academic and employment skills and significance for achieving professional and business success. Task 2 demonstrates effective teamwork by representing the idea of role of empathy and managing emotions in Mind Map structure. The second part of this task further develops the concept in a poster created using Canva. Task 3 reflects my understanding of how the team works and in a particular focus on conflict management.  It also showcases my ability to collect, organize, and accurately cite information using RefWorks. Task 4 reflects my work with a website builder Wix in creating my E-portfolio.










[bookmark: _Toc225168206][bookmark: _Toc224725476]MAIN BODY
[bookmark: _Toc225168207]TASK 1 Essential Academic and Employment Skills for the future career Path
[bookmark: _Toc224725477][bookmark: _Toc225168208] TASK 1A Essential Academic and Employment Skills 
Academic and employment skills 
Academic skills are set of instruments, which you use to work with knowledge. The essential academic skill and definition are illustrated in Table1.
Table1[image: academic skills examples and definition, explained below]
                                                                                                                                  [1]

Employment skills are set of cognitive, social and digital competencies that support successful participation in the labour market. They allow person to effectively adapt and perform tasks at workplace and are grouped as: hard/technical and soft skills.  Productivity of hard skills depends on the degree of proficiency in soft skills.  They connect education with labour market requirements, as they combine technical knowledge with communication, teamwork and problem-solving abilities, initiative and self-motivated, working under pressure and to deadline, organisational skills, ability to learn and adapt, negotiation, time management.  [2] [3] [4] 
Their balance is important for employer/career development. 
Essential academic skills for my professional success in DATA SCIENCE are strong cognitive and analytical skills, ability to think critically, work with data and use an academic writing style with correct citations and references. My communication and presentation skills with digital competence at a higher academic level will help me to communicate in proper standard and define what kind of information and how to be represented. These skills allow for proper understanding, analysis, and clarify information for taking better business decisions in dynamic environment.
[bookmark: _Toc224725478]Essential employment skills for my professional success - In order to meet the demands of labour market, developing  my digital literacy - high competency of programs of Microsoft Office; working in a dynamic environment; analysing; numeracy; defining and structuring marketing problems; preparing projects for solving problems; teamwork and communication skills; quickly mastering software programs; taking on commitments and taking initiative; dealing with deadlines and working under pressure,  are skills that make me competitive and constantly evolving. Collaborate with everyone who relates to my business role - share information, communication, resolving problems in standard that my role required, is the wining approach for both: my professional development and business.

 








[bookmark: _Toc225168209]TASK 1B Evaluation of task 1 (a) based on Similarity report
Turnitin similarity check 
[image: The image is a screenshot from an originality report in a plagiarism detection software, showing a list of documents, their similarity indices, and whether they are primary or internet sources, with options to exclude quotes, matches, or bibliography.

AI-generated content may be incorrect.]
My report shows 11% similarity and 5% of these are regarding similarity with another student paper. There is no match of sentences or whole paragraphs, only words that are common when talking about employment skills. The match is negligible. The other 6% come from matches in the cited sources, which is logical given because: 
1. Sources are accessible and reliable;
2. The coincidence is in those sources that are cited in the paragraph of the coincidence with the student report.
GA Criteria - I rate my work at 69%. The assignment was completed by giving the necessary definitions, but academic skills were explained only with a photo from a source. Good skill in working with sources is shown. Employment skills are explained comprehensively and reliable sources are used. The paragraphs are structured according to a standard, the connection with the individual professional path is made and conclusions about how these skills will work for professional realization are good.
The word limit has not been met, which means work towards more synthesized and structured answer.
                               
[bookmark: _Toc225168210]TASK 2 Collaborative Mind Map and Individual poster
[bookmark: _Toc225168211]TASK 2A Mind Map – Mindmeister
https://mm.tt/map/3952873706?t=tTqUeB8sy
[image: The image illustrates a complex web of interconnected ideas and emotions, featuring elements like communication, understanding, and empathy, alongside various activities such as physical exercise, expressive emotions, and familial relationships.

AI-generated content may be incorrect.]
[image: The image displays a list of names and email addresses, with the roles of content manager and contributor for different individuals.

AI-generated content may be incorrect.]Created by

[bookmark: _Toc225168212]TASK 2B Poster 
[image: The image illustrates the importance of teamwork in life, emphasizing the role of empathy in effective communication and productivity within a team.

AI-generated content may be incorrect.]https://www.canva.com/design/DAHCzwk3OtE/gPVyctCxfOBaYQddJ2VEMg/edit?utm_content=DAHCzwk3OtE&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton

[bookmark: _Toc225168213]TASK 3 Virtual collaboration and RefWorks
[bookmark: _Toc225168214]TASK 3A Report on virtual collaboration
RIDING THE STORM
Conflict is the second stage of Tuckman`s stages of team development model. Lack of conflicts is mainly related to a lack of trust, which is the basis for creating teams. Avoiding conflict leads to non-commitment of members and bad decisions, because the real capacity of the team is not used. [1]
Conflict in the work environment is a serious challenge, but also an opportunity to improve the team's performance when it is managed effectively. It is important to understand that it should not be avoided, because this can lead to its escalation and more negative impacts on team's performance. Conflicts are common in virtual teams as members work remotely and digital communication platforms can’t convey non-verbal signals. In this context, a distinction should be made between cognitive and emotional conflict. Constructive debate in cognitive teams should not be treated as something negative and should be encouraged because it leads to better solutions. Emotional conflict is defined from negative emotions and interpersonal tensions between team members. It is critical for virtual collaboration because can intensify misunderstanding and escalate disagreements making conflict management more difficult. Emotional conflict should be limited and controlled by empathy and emotional intelligence, as it reduces work efficiency.  [2][3]
A key technique for conflict management is to change the team's attitude towards the conflict. Differences in opinions and discussion of different points of view should not be treated as a threat, but as a valuable resource for optimizing the final outcomes. For productive conflict, members must trust each other`s professional and personal qualities, feel comfortable expressing their opinions and participate in discussions; problems should be analysed from multiple perspectives. Team members should be willing to listen to different interpretations and be individually committed to the tasks. It is also important to avoid harsh criticism, especially due to limitation of non-verbal communication in virtual team. The leader plays critical role in this process. By using various online communication platforms, the leader should create coordination and communication with feedback, which reduces the risk of misunderstanding and support resolving disagreements constructively. Finally, outcomes should be clearly documented to define roles and responsibilities and to monitor performance. Clear determination of the roles leads to minimized ambiguity; it also reinforces individual accountability and can enhance team members cooperation and reduces the likelihood of conflict.[2][3]
Conflict in a virtual team is a serious challenge and requires an understanding of the psychology of conflict, but its control and development within healthy boundaries is a goal of management, as it is associated with higher effectiveness by freeing capacity for task-related work and enabling full use of the team’s professional potential.[2]
[bookmark: _Toc225168215]TASK 3B Step-by-step process of using RefWorks
 RefWorks Citation Manager (RCM) this is a program that can build references in both way – manually and automatically. The references in previous task are added following next steps:
1. In the beginning, I created new folder in RCM, the place where the citations will be stored using button “add new folder” from Main menu.
[image: The image displays a RefWorks project dashboard with options for adding folders, tags, sharing, and managing references.

AI-generated content may be incorrect.]


2. [image: The image depicts a user interface on RefWorks, a reference management platform, with options to create, manage, and search for folders and documents.

AI-generated content may be incorrect.]Give the name of folder and click save.


3. The folder is created and it is available in my folder. Now I will bring the references to RCM. 
4. [image: The Google Scholar search results display various articles and research papers on Tuckman's stages of group development.

AI-generated content may be incorrect.]Open browser, which I used for information in task 3a and type the keywords regarding information I search.

5. [image: The Google Scholar search results display articles and studies related to Tuckman's stages of group development.

AI-generated content may be incorrect.]Found the source that I used




6. [image: The provided text appears to be a list of references and citations related to Tuckman's stages of group development.

AI-generated content may be incorrect.]Press “Cite” under the title of source


7. [image: The image displays a user interface of RefWorks, a platform for managing references, where a user can import, set preferences, and organize references into folders.

AI-generated content may be incorrect.]Press the RefWorks button on the cite window. It sent me to RCM platform




8. [image: The image displays the RefWorks platform interface, featuring sections for importing references, setting preferences, managing folders, and options for search, sharing, and handling duplicates.

AI-generated content may be incorrect.]I chose the folder LDE task 3b, where the references will be saved and click “import” button.

9. [image: The Google Scholar search results page lists various articles on conflict management in virtual teams, including studies on conflict development, emotional impacts, and strategies to prevent conflict escalation.

AI-generated content may be incorrect.]Go to Google Scholar and find my second source.



















10. Choose source and click on versions to open document.
[image: ]



11. [image: Conflict management and effectiveness in virtual teams

AI-generated content may be incorrect.] Use Cite button.



12. [image: The image displays a user interface of RefWorks, a reference management tool, where a user is inputting or managing their references and documents.

AI-generated content may be incorrect.]Click “RefWorks” button.


13. Select folder LDE 3b and import.
14. [image: The image is a Google Scholar search result page displaying various articles and papers related to managing conflict and emotions in virtual teams.

AI-generated content may be incorrect.]Find in Google Scholar my next source.


15. [image: The image shows a Google Scholar search page with a search bar, a list of articles, and various citation information for a study on managing conflict and emotions in virtual teams.

AI-generated content may be incorrect.]Click on cite button and click on RefWorks.



16. Select folder LDE 3b and click import, the source is recorded.
17. [image: The image displays the RefWorks platform, showcasing the interface for importing references into a project, including options for managing duplicates, folders, and tags.

AI-generated content may be incorrect.]My folder LDE 3b shows that I have 3 sources.
18. Go to Google Scholar and find my forth source.



1. 

1. 
1. 
19. [image: The image shows a user interface with various options for managing citations and bibliographies in a document, including tools for APA, MLA, and Turabian formatting, as well as features for handling duplicates, tags, and sharing references.

AI-generated content may be incorrect.]Open the word document, where the references will be added and go to references button in menu, click on it and choose change provider. 







20. Select RefWorks citation manager and click
[image: The image depicts a Microsoft Office application interface with a sidebar featuring various tools and options for managing references, citations, and add-ins for academic writing.

AI-generated content may be incorrect.]
21. [image: The image is a screenshot from the Evernote application, specifically the Citation Manager section, showing a list of references for a project.

AI-generated content may be incorrect.]On the RefWorks citation window is necessary to choose the citation style. Choose style IEEE UWTSD.






















22. [image: The image is a user interface screen of the eWorks Citation Manager software, displaying a list of references and folders.

AI-generated content may be incorrect.]Click on All references and choose the folder “LDE 3b”.
























23. [image: The image shows a user interface for eWorks Citation Manager, featuring a list of citations including a preview of a journal article about conflict management and team performance.

AI-generated content may be incorrect.]On RefWorks citation manager choose the correct source and click.























24. [image: The image contains a document or text interface with a discussion on the importance of managing conflict within teams, emphasizing that conflict is a stage in team development and can lead to better solutions if properly handled.

AI-generated content may be incorrect.]Leave the cursor on the place in text, where the citation will be put and press Insert citation button from RCM


25. [image: The image describes Tuckman's conflict stage in team development, emphasizing that conflict, particularly emotional conflict, is essential for team improvement and should not be avoided.

AI-generated content may be incorrect.]For my next paragraph I choose the first source I used in RCM, leave the cursor on correct place and press Insert Citation from RCM

26. [image: The image content describes the conflict stage in Tuckman's team development model, emphasizing that avoiding conflict can hinder team performance, while constructive debate in cognitive teams can lead to better solutions.

AI-generated content may be incorrect.]Now I choose my second source for this paragraph in RCM and leave the cursor on correct place, press Insert citation button

27. [image: The image displays a document with text about effective communication and conflict resolution in virtual teams, including features of a citation manager tool.

AI-generated content may be incorrect.]For next paragraph will leave the cursor, choose the source and click Insert Citation





28. Choose the next source for this paragraph and click Insert Citation button
[image: The image displays a text document on a computer screen, likely related to an article or document discussing effective communication strategies and conflict management in a team or project management context.

AI-generated content may be incorrect.]

29. [image: The image depicts a section of a document discussing strategies for managing conflict within virtual teams, emphasizing the importance of trust, communication, and leadership.

AI-generated content may be incorrect.]For next paragraph, I repeat the steps.








30. [image: Untitled Project

AI-generated content may be incorrect.]Open RefWorks in Google browser, open folder LDE 3b and sort sources by REF ID, because I already recorded them in correct way they will be used in my assignment, choose all my three resources and click on “create bibliography” button.

31. [image: LDE 3b

AI-generated content may be incorrect.]Bibliography is created.


32. [image: The image includes a citation list referencing articles on small group development, conflict management in virtual teams, and performance in virtual teams.

AI-generated content may be incorrect.]Press “Copy to Clipboard” and go to my assignment, Ctrl+V .

















[bookmark: _Toc225168216]TASK 4  E-portfolio with WIX - pros – cons

For my E-portfolio I chose Wix platform.
Wix is ​​an online platform for creating websites with ready-made templates for portfolio, resume & CVs or personal/business website. It does not use codes but has  drag and drop editors, which makes it easier for the user and explains popularity for fast site building. Built-in AI further facilitate the work process. In addition, Wix offers SEO tools to improve visibility in search engines and online payments. [5]
As a user using this type of platform for the first time, I encountered difficulties mainly in positioning images in individual sections and in understanding how the templates work. I also didn't find an option to move a section to the end; there is only an option for "up" and "down" which took me quite a while in task 3B.
On the other hand, navigating through the main menu and linking pages was not difficult. In situations when I was not sure of my actions, I used a site duplication function, which I consider a great advantage, since it saves time and prevents the loss of information in case of error.
Given the purpose of the E-portfolio, I chose a simpler design, using blank pages and keeping only some elements from the chosen template. This resulted in a clearer presentation of the content and better navigation for the user.

References

[5] 	R. Bistricer, “What is the Wix website builder?,” wix.com, August 2024. [Online]. 	Available: https://www.wix.com/blog/what-is-the-wix-website-builder.	 [Accessed MARCH 2026].
	
	





[image: The image is a webpage showcasing an introduction to a digital portfolio created by Rumyana Bicheva, featuring a table of contents, an overview of her development, knowledge, and skills, and a conclusion.

AI-generated content may be incorrect.]

[image: The image depicts a person typing on a computer, surrounded by a webpage layout listing an introduction, tasks, conclusion, references, and a personal statement about digital competencies and teamwork.

AI-generated content may be incorrect.]


[image: The image is a table of contents page for a document with sections for an introduction, four tasks, a conclusion, and a contact form.

AI-generated content may be incorrect.]


[image: The image is a document containing a table of contents for a report or assignment, with sections on introduction, tasks, conclusions, and references.

AI-generated content may be incorrect.]


[image: The image is a document with a table of contents, followed by sections detailing tasks for a digital era skills assessment, including digital, cognitive, and interpersonal skills, teamwork, conflict management, and information citation.

AI-generated content may be incorrect.]
[image: The image displays a screenshot of a web page's table of contents for an academic assignment, with sections for an introduction, four tasks, and a conclusion, and a section for references.

AI-generated content may be incorrect.]

[image: The image depicts a structured table of contents for a document on essential academic and employment skills, specifically for a future career in Data Science, emphasizing the balance between hard and soft skills for professional success.

AI-generated content may be incorrect.]
[image: ]
[image: MARCH SISTER, MARCHI.

AI-generated content may be incorrect.]

[image: The image is a mind map illustrating a conceptual diagram on teamwork and emotional management, featuring elements such as leadership, understanding, empathy, communication, and shared responsibilities, with symbols like smiling, crying, and siblings.

AI-generated content may be incorrect.]

[image: The image appears to be a document or web page containing a structured outline for a project or presentation. It includes sections such as an introduction, various tasks, a conclusion, and references. It also contains elements related to team sports, empathy, emotional intelligence, and communication strategies, suggesting the content might be educational or motivational in nature, perhaps aimed at personal development or teamwork improvement.

AI-generated content may be incorrect.]


[image: The image depicts a table setting with a tablet on the table and a document listing various tasks and sections of a document.

AI-generated content may be incorrect.]
[image: The document appears to be a structured outline for a report on managing conflict in virtual teams, highlighting the importance of addressing both cognitive and emotional conflicts for team performance.

AI-generated content may be incorrect.]

[image: The image shows a table of contents with various tasks and steps for using RefWorks Citation Manager.

AI-generated content may be incorrect.]
[image: The image shows a table of contents with sections for Introduction, Tasks 1 through 4, Conclusion, References, and an additional section for citations.

AI-generated content may be incorrect.][image: The image shows a web page layout with a table of contents, including sections for an introduction, four tasks, a conclusion, references, and additional notes.

AI-generated content may be incorrect.]
[image: The image shows a computer screen displaying a document with a table of contents, followed by a list of tasks, a conclusion, and references, including several academic articles related to conflict management in virtual teams.

AI-generated content may be incorrect.][image: The image displays a table of contents for a document, including sections like Introduction, Tasks, References, and options to manage and import references.

AI-generated content may be incorrect.]
[image: The image shows a webpage or document with a table of contents, followed by a list of references, citing various authors and works related to conflict management in virtual teams.

AI-generated content may be incorrect.][image: The image displays a web page with a table of contents listing tasks, followed by a section for managing conflict and emotions in virtual teams, with references and options to manage them.

AI-generated content may be incorrect.]
[image: The image displays a Microsoft Word document's task list, including tasks for adding references, managing sources, inserting tables, updating indexes, and various citation options.

AI-generated content may be incorrect.]
[image: The image displays a table of contents with sections for an introduction, tasks, references, and a conclusion, alongside a sidebar for easy citation management tools.

AI-generated content may be incorrect.]



[image: The image displays a digital document with a table of contents, including tasks, references, and a section for managing citations, with a citation style selection and a list of reference entries.

AI-generated content may be incorrect.]

[image: The image displays a document interface with a table of contents, including tasks, references, and a section for citations, all organized within a user interface.

AI-generated content may be incorrect.]
[image: The image shows a user interface with a table of contents on a document, including tasks and a section for adding citations.

AI-generated content may be incorrect.]

[image: The image displays a web page layout with a table of contents at the top, followed by sections for an introduction, various tasks, and a reference section, and it includes instructions for inserting citations.

AI-generated content may be incorrect.]

[image: The image is a document containing a table of contents for a paper, followed by instructions for inserting citations, a discussion on conflict management in teams, and a reference list.

AI-generated content may be incorrect.]

[image: The document appears to be an academic paper or report with sections such as 'Introduction', 'Tasks', 'Conclusion', and 'References'. It discusses the challenges of managing conflict in virtual teams, the importance of clear communication, and strategies for improving team effectiveness.

AI-generated content may be incorrect.]
[image: The image shows a table of contents with sections like 'Introduction', 'Tasks 1-4', and 'Conclusion', followed by a reference to a bibliography section with various citations.

AI-generated content may be incorrect.]

[image: The document contains a table of contents for an assignment, listing four tasks, followed by a conclusion, and citing three references.

AI-generated content may be incorrect.]

[image: The image is a table of contents page for Rumyana Bicheva's digital portfolio, showcasing her development and skills gained during her studies.

AI-generated content may be incorrect.]

[image: The image shows a table of contents for an e-portfolio project, featuring sections for tasks, references, and a summary. The user mentions their experience with the Wix platform, highlighting its ease of use, SEO tools, and site duplication feature.

AI-generated content may be incorrect.]


[image: The document outlines a project that showcases essential academic and employment skills for success in a digital environment, including research, analysis, teamwork, and digital competencies, culminating in an E-portfolio demonstrating professional achievements.

AI-generated content may be incorrect.]

[image: The document is a table of contents for a reference section, detailing various academic and technical references related to skills development and team management.

AI-generated content may be incorrect.]

[bookmark: _Toc225168218]CONCLUSION
The project examined essential academic and employment skills for successful development in the modern digital environment. I demonstrated theoretical knowledge of the impact of the digital era on education, which was visually presented through various digital tools. Through the completion of tasks, skills in researching information, analysis, structuring and teamwork were demonstrated as well as using platforms for visual presentation of concepts. 
My digital competence is additionally highlighted in the task involving RefWorks, which adds academic citation skills and builds on my theoretical knowledge of the importance of collaboration in teamwork, adding my understanding of managing a successful virtual team. 
The final task – creation of the E-portfolio – showcases a comprehensive overview of my achieved development. It presents my individual competencies at a high professional standard to future employers or to a wider online audience, clearly demonstrating how the competencies I have acquired, expand my opportunities for professional success.
[bookmark: _Toc225168219]REFERENCES
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the real capacity of the team is not used. [1]

Conflict in the work environment is a serious challenge, but also an opportunity to
improve the team's performance when it is managed effectively. It is important to
understand that it should not be avoided, because this can lead to its escalation and
more negative impacts on team's performance. Conflicts are common in virtual teams
as members work remotely and digital communication platforms can’t convey non-
verbal signals. In this context, a distinction should be made between cognitive and
emotional conflict. Constructive debate in cognitive teams should not be treated as
something negative and should be encouraged because it leads to better solutions.
Emotional conflict is defined from negative emotions and interpersonal tensions
between team members. It is critical for virtual collaboration because can intensify
misunderstanding and escalate disagreements making conflict management more
difficult. Emotional conflict should be limited and controlled by empathy and emotional
intelligence, as it reduces work efficiency.

A key technique for conflict management is to change the team's attitude towards the
conflict. Differences in opinions and discussion of different points of view should not
be treated as a threat, but as a valuable resource for optimizing the final outcomes.
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between team members. It is critical for virtual collaboration because can intensify
misunderstanding and escalate disagreements making conflict management more
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various online communication platforms, the leader should create coordination and
communication with feedback, which reduces the risk of misunderstanding and
support resolving disagreements constructively. He must promote engagement and
the agreed commitments, and the achieved results must be clearly documented to
define roles and responsibilities, but also to track the performance.[2]

Conflict in a virtual team is a serious challenge and requires an understanding of the
psychology of conflict, but its control and development within healthy boundaries is a
goal of management, as it is associated with higher effectiveness by freeing capacity
for task-related work and enabling full use of the team’s professional potential.
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the agreed commitments, and the achieved results must be clearly documented to
define roles and responsibilities, but also to track the performance.[2][3]

Conflict in a virtual team is a serious challenge and requires an understanding of the
psychology of conflict, but its control and development within healthy boundaries is a
goal of management, as it is associated with higher effectiveness by freeing capacity
for task-related work and enabling full use of the team’s professional potential.
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be treated as a threat, but as a valuable resource for optimizing the final outcomes.
For productive conflict, members must trust each other's professional and personal
qualities, feel comfortable expressing their opinions and participate in discussions;
problems should be analysed from multiple perspectives. Team members should be
willing to listen to different interpretations and be individually committed to the tasks.
It is also important to avoid harsh criticism, especially due to limitation of non-verbal
communication in virtual team. The leader plays critical role in this process. By using
various online communication platforms, the leader should create coordination and
communication with feedback, which reduces the risk of misunderstanding and
support resolving disagreements constructively. He must promote engagement and
the agreed commitments, and the achieved results must be clearly documented to
define roles and responsibilities, but also to track the performance.[2][3]

Conflict in a virtual team is a serious challenge and requires an understanding of the
psychology of conflict, but its control and development within healthy boundaries is a
goal of management, as it is associated with higher effectiveness by freeing capacity
for task-related work and enabling full use of the team’s professional potential.[2]
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About me

otivated and responsible
used on developing my
and professional skills in

environment. Through my ‘\ ’
studies, | have gained experience in
in my digital competency.
| am particularly interested in
improving my ability to work in a
team, manage tasks effectively and
apply knowledge in practical
situations. | am always open to
learning new skills and adapting to
different challenges, which helps
me develop both academically and
professionally.
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The digital era has transformed how people learn, work and communicate. This means
that digital technologies are not only part of our daily lives, but also essential tools for
accessing, using, and applying information. Learning in the digital era is a serious
challenge for anyone who aims to achieve good results in their professional path.
Following this, individuals must develop specific digital, cognitive and interpersonal skills
for academical and professional success.

This assignment examines essential skills for future career development, as well as the
role of collaboration and digital tools. Task 1 defines academic and employment skills and
significance for achieving professional and business success. Task 2 demonstrates
effective teamwork by representing the idea of role of empathy and managing emotions
in Mind Map structure. The second part of this task further develops the concept in a
poster created using Canva. Task 3 reflects my understanding of how the team works
and in a particular focus on conflict management. It also showcases my ability to collect,
organize, and accurately cite information using RefWorks. Task 4 reflects my work with
a website builder Wix in creating my E-portfolio.
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%K 1 Essential Academic and Employment Skills
for the future career Path
TASK 1A Essential Academic and Employment Skills
Academic and employment skills

Academic skills are set of instruments, which you use to work with knowledge. The
essential academic skill and definition are illustrated in Table1.

Table1

ACADEMIC SKILLS

Academic skills are a set of
competencies and techniques
related to studying, researching,
critical thinking, and communication
that facilitate effective learning and
knowledge acquisition. They are

¢ Ciritical thinking
Research methods
Note-taking
Academic writing

Time management
crucial as they enable individuals to

Active listening
understand, analyze, and convey

Problem-solving

complex ideas and prepare them for
diverse professional challenges.

¢ Presentation skills

[Employment skills are set of cognitive, social and digital competencies that support
successful participation in the labour market. They allow person to effectively adapt
and perform tasks at workplace and are grouped as: hard/technical and soft skills.
Productivity of hard skills depends on the degree of proficiency in soft skills. They
connect education with labour market requirements, as they combine technical
knowledge with communication, teamwork and problem-solving abilities, initiative and
self-motivated, working under pressure and to deadline, organisational skills, ability to
learn and adapt, negotiation, time management. [2] [3] [4]

Their balance is important for employer/career development.

Essential academic skills for my professional success in DATA SCIENCE are
strong cognitive and analytical skills, ability to think critically, work with data and use
an academic writing style with correct citations and references. My communication and
presentation skills with digital competence at a higher academic level will help me to
communicate in proper standard and define what kind of information and how to be
represented. These skills allow for proper understanding, analysis, and clarify
information for taking better business decisions in dynamic environment.

Essential employment skills for my professional success - In order to meet the
demands of labour market, developing my digital literacy - high competency of
programs of Microsoft Office; working in a dynamic environment; analysing; numeracy;
defining and structuring marketing problems; preparing projects for solving problems;
teamwork and communication skills; quickly mastering software programs; taking on
commitments and taking initiative; dealing with deadlines and working under pressure,
are skills that make me competitive and constantly evolving. Collaborate with everyone
who relates to my business role - share information, communication, resolving
problems in standard that my role required, is the wining approach for both: my
professional development and business.
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task 1a check practice

ORIGINALITY REPORT

11« 9 B 8u

SIMILARITY INDEX INTERNET SOURCES PUBLICATIONS STUDENT PAPERS

n Submitted to University of Sunderland 5%

T 3%

euneighbourseast.eu
2 3w

nternet Source

Exclude quotes Exclude matches

Exclude bibliography

My report shows 11% similarity and 5% of these are regarding similarity with another
student paper. There is no match of sentences or whole paragraphs, only words that are
common when talking about employment skills. The match is negligible. The other 6%
come from matches in the cited sources, which is logical given because:

1. Sources are accessible and reliable;
2. The coincidence is in those sources that are cited in the paragraph of the
coincidence with the student report.

GA Criteria - | rate my work at 69%. The assignment was completed by giving the
necessary definitions, but academic skills were explained only with a photo from a source.
Good skill in working with sources is shown. Employment skills are explained
comprehensively and reliable sources are used. The paragraphs are structured according
to a standard, the connection with the individual professional path is made and
conclusions about how these skills will work for professional realization are good.

The word limit has not been met, which means work towards more synthesized and
structured answer.
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TASK 2B Poster

https://www.canva.com/design/DAHCzwk30tE/gPVyctCxfOBaYQddJ2VEMg/edit?utm_cont
ent=DAHCzwk30tE&utm_campaign=designshare&utm_medium=link2&utm_source=shar
ebutton

LIFE IS TEAM SPORT
Doing yourself a successful team
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MPATHY

e

be successful when players have skills to be good team
players. in academic and career planning, being a good
team leader is one of the most important things that are

highly valued.
2
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TASK 3A Report on virtual collaboration
RIDING THE STORM

Conflict is the second stage of Tuckman's stages of team development model. Lack of conflicts
is mainly related to a lack of trust, which is the basis for creating teams. Avoiding conflict leads to
non-commitment of members and bad decisions, because the real capacity of the team is not
used. [1)

Conflict in the work environment is a serious challenge, but also an opportunity to improve the
team's performance when it is managed effectively. It is important to understand that it should not
be avoided, because this can lead to its escalation and more negative impacts on team's
performance. Conflicts are common in virtual teams as members work remotely and digital
communication platforms can’t convey non-verbal signals. In this context, a distinction should be
made between cognitive and emotional conflict. Constructive debate in cognitive teams should
not be treated as something negative and should be encouraged because it leads to better
solutions. Emotional conflict is defined from negative emotions and interpersonal tensions
between team members. It is critical for virtual collaboration because can intensify
misunderstanding and escalate disagreements making conflict management more difficult.
Emotional conflict should be limited and controlled by empathy and emotional intelligence, as it
reduces work efficiency. [2](3]

A key technique for conflict management is to change the team's attitude towards the conflict.
Differences in opinions and discussion of different points of view should not be treated as a threat,
but as a valuable resource for optimizing the final outcomes. For productive conflict, members
must trust each other’s professional and personal qualities, feel comfortable expressing their
opinions and participate in discussions; problems should be analysed from multiple perspectives.
Team members should be willing to listen to different interpretations and be individually committed
to the tasks. It is also important to avoid harsh criticism, especially due to limitation of non-verbal
communication in virtual team. The leader plays critical role in this process. By using various
online communication platforms, the leader should create coordination and communication with
feedback, which reduces the risk of misunderstanding and support resolving disagreements
constructively. He must promote engagement and the agreed commitments, and the achieved
results must be clearly documented to define roles and responsibilities, but also to track the
performance.[2](3]

Conflict in a virtual team is a serious challenge and requires an understanding of the psychology
of conflict, but its control and development within healthy boundaries is a goal of management,
as it is associated with higher effectiveness by freeing capacity for task-related work and enabling
full use of the team’s professional potential.[2]
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TASK 3B Step-by-step process of using RefWorks

RefWorks Citation Manager (RCM) this is a program that can build references in both
way — manually and automatically. The references in previous task are added following

next steps:

1. In the beginning, | created new folder in RCM, the place where the citations will
be stored using button “add new folder” from Main menu.

Notin Folder Diply. 50perpage ol

2. Give the name of folder and click save.

Name your folder

Plsse et a name o your

e
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6. Press “Cite” under the title of source

7. Press the RefWorks button on the cite window. It sent me to RCM platform
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3. The folder is created and it is available in my folder. Now I wil bring the
references to RCM.

4. Open browser, which | used for information in task 3a and type the keywords
regarding information | search.

5. Found the source]that | used
= GooglSchotr s e =] @
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10.Choose source and click on versions to open document.
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8. | chose the folder LDE task 3b, where the references will be saved and click

9. Go to Google scholar and find my second source.

e a °
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15.[Click on cite button and click on RefWorks.

16.Select folder LDE 3b and click import, the source is recorded.
17.My folder LDE 3b shows that | have 3 sources.
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12.Click “RefWorks™ button.

13.Select folder LDE 3b and import.
14.Find in Google Scholar my next source.

T e e 2]
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18.Open the word document, where the references will be added and go to
references button in menu, click on it and choose change provider.

18.Open the word documel
references button in me]
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19.Select RefWorks citation manager and click
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20.0n the RefWorks citation efWorks Citation Manager
window is necessary to choose
the citation style. Choose style == VIS oS VTG T ET T
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21.Click on All references and choose

efWorks Citation Manager
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23.Leave the cursor on the place in text, where the citation will be put and press

Insert citation button from RCM

Conflict is the second stage of Tuckman's stages of team development model. Lack
of conflicts is mainly related to a lack of trust, which is the basis for creating teams.
Avoiding conflict leads to non-commitment of members and bad decisions, because
the real capacity of the team is not used. [1]

Conflict in the work environment is a serious challenge, but also an opportunity to
improve the team's performance when it is managed effectively. It is important to
understand that it should not be avoided, because this can lead to its escalation and
more negative on team's perf Conflicts are in virtual teams
as members work remotely and digital communication platforms can't convey non-
verbal signals. In this context, a distinction should be made between cognitive and
emotional conflict, Constructive debate in cognitive teams should not be treated as.
something negative and should be encouraged because it leads to better solutions.
Emotional conflict is defined from and interpe t
between |
misunde
difficult. E
intelligence, as it reduces work efficiency.

Ackey technique for conflict management is to change the team's attitude towards the
conflict. Differences in opinions and discussion of different points of view should not
be treated as a threat, but as a valuable resource for optimizing the final outcomes.

Onkne work:Managing confict and em

Stages ofsmal group development v

24.For my next paragraph | choose the first source | used in RCM, leave the cursor

on correct place and press Insert Citation from RCM

Conflict is the second stage of Tuckman's stages of team development model. Lack
of conflicts is mainly related to a lack of trust, which is the basis for creating teams.
Avoiding conflct leads to non-commitment of members and bad decisions, because
the real capacity of the team is not used. (1]

Contflict in the work environment is a serious challenge, but also an opportunity to
improve the team's performance when it is managed effectively. It is important to
understand that it should not be avoided, because this can lead to its escalation and
more negative impacts on team's performance, Conflicts are common in virtual teams
as members work remotely and digital communication platforms can't convey non-
verbal signals. In this context, a distinction should be made between cognitive and
emotional conflict. Constructive debate in cognitive teams should not be treated as
something negative and should be encouraged because it leads to better solutions.
Emotional conflict is defined from negative emotions and interpersonal tensions
between team members. It is critical for virtual collaboration because can intensify
misunderstanding and escalate disagreements making conflict management more
difficult. Emotional conflict should be limited and controlled by empathy and emotional
intelligence, as it reduces work efficiency. [2]

Akey technique for conflict management is to change the team's attitude towards the
conflct. Differences in opinions and discussion of different points of view should not
be treated as a threat, but as a valuable resource for optimizing the final outcomes.
For productive conflict, members must trust each other's professional and personal

- —

My References My Citatons
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25. Now | choose my second source for this paragraph in RCM and leave the cursor on

correct place, press Insert citation button

Confiict is the second stage of Tuckman's stages of team development model. Lack
of conflicts is mainly related to a lack of trust, which is the basis for creating teams.
Avoiding conflict leads to non-commitment of members and bad decisions, because
the real capacily of the team is not used. [1]

Conflict in the work environment is a serious challenge, but also an opportunity to
improve the team's performance when it is managed effectively. It is important to
understand that it should not be avoided, because this can lead 1o its escalation and
‘more negative impacts on team's performance. Conflicts are common in virtual teams
as work and digital can't convey non-
verbal signals. In this context, a distinction should be made between cognitive and
‘emotional conflict. Constructive debate in cognilive teams should not be treated as
something negalive and should be encouraged because it leads to better solutions.
Emotional conflict is defined from negative emotions and interpersonal tensions
between team members. It is critical for vintual collaboration because can intensify
misunderstanding and escalate disagreements making conflict management more
difficult. Emotional conflict should be limited and controlled by empathy and emotional
intelligence, as it reduces work efficiency. [2)13)

Akey technique for conflict management is to change the team's atitude towards the
conflict. Differences in opinions and discussion of different points of view should not
be treated as a threat, but as a valuable resource for optimizing the final outcomes.
For productive conflict, members must trust each other's professional and personal

My Roferences My Gittions

@ wem v S Owestded v

Stsges of sl group development

26. For next paragraph will leave the cursor, choose the source and click Insert

Citation

various online communication platforms, the leader should create coordination and
communication with feedback, which reduces the risk of misunderstanding and
support resolving disagreements constructively. He must promote engagement and
the agreed commitments, and the achieved results must be clearly documented to
define roles and responsibilies, but also to track the performance. 2]

Conflict in a virtual team is a serious challenge and requires an understanding of the
psychology of conflict, but its control and development within healthy boundaries is a
goal of g L as itis with higher by freeing

for task-related work and enabling full use of the team’s professional potential.

RefWorks Citation Manager

My References My Citatons

g confict and em
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27.Choose the next source for this paragraph and click Insert Citation button

various online communication platforms, the leader should creale coordination and
communication with feedback, which reduces the risk of misunderstanding and
support resolving disagreements constructively. He must promote engagement and
the agreed commitments, and the achieved results must be clearly documented to
define roles and responsibilies, bul also 1o track the performance. [2][3]

Conflict in a virtual team is a serious challenge and requires an understanding of the
psychology of conflict, but its conirol and development within healthy boundaries is a
goal of asitis with higher by freeing capacity
for ‘work and full use of the team’s. nal

28. For next paragraph, | repeat the steps.

be treated as a threat, but as a resource for the final outc
For productive conflict, members must trust each other’s professional and personal
qualities, feel g their opinions and participate in di X

should be analysed from multple p . Team should be
willing to listen to different interpretations and be individually committed to the tasks.
Itis also important lo avoid harsh criticism, especially due to limitation of non-verbal
‘communication in virtual team. The leader plays critical role in this process. By using
various online communication platforms, the leader should create coordination and
communication with feedback, which reduces the risk of misunderstanding and
support resolving disagreements constructively. He must promote engagement and
the agreed commitments, and the achieved results must be clearly documented to
define roles and responsibilities, but also 1o track the performance.[2][3)

Conflict in a virtual team is a serious challenge and requires an understanding of the o
psychology of conflct, but its control and development within healthy boundaries is a
‘goal of mar asitis with higher by freeing capacity

L]
for task-related work and enabling full use of the team's professional potential [2) | v pm—
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29.0pen RefWorks in Google browser, open folder LDE 3b and sort sources by REF
ID, because | already recorded them in correct way they will be used in my
assignment, choose all my three resources and click on “create bibliography”
button.

30.Bibliography is created.

118 W Tuchman b A Sensn.“Stag

1o 2,00 4,99 419-427, 197,
s o perormance et teams vl 30

219 Pazon “Comics managemeet and et

T ——
TGN v e





image63.png
HOME TABLE OF CONTENTS INTRODUCTION TASK 1 TASK 2 JTASK 3 JTASK 4

CONCLUSION REFERENCES

31. Press “Copy to Clipboard” and go to my assignment, Ctrl+V .
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LEARNING IN THE DIGITAL ERA

Welcome to my digital portfolio. Here | present my development,
knowledge and skills gained during my studies. The portfolio
provides a clear overview of my competencies and my readiness

for future professional challenge.
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TASK 4 WIX - pros — cons

For my E-portfolio | chose Wix platform.

Wix is an online platform for creating websites with ready-made templates for portfolio,
resume & CVs or personal/business website. It does not use codes but has drag and
drop editors, which makes it easier for the user and explains popularity for fast site
building. Built-in Al further facilitate the work process. In addition, Wix offers SEO tools
to improve visibility in search engines and online payments. [5]

As a user using this type of platform for the first time, | encountered difficulties mainly in
positioning images in individual sections and in understanding how the templates work. |
also didn't find an option to move a section to the end; there is only an option for "up" and
"down" which took me quite a while in task 3B.

On the other hand, navigating through the main menu and linking pages was not difficult.
In situations when | was not sure of my actions, | used a site duplication function, which |
consider a great advantage, since it saves time and prevents the loss of information in
case of error.

Given the purpose of the E-portfolio, | chose a simpler design, using blank pages and
keeping only some elements from the chosen template. This resulted in a clearer
presentation of the content and better navigation for the user.
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ICONCLUSION

The project examined essential academic and employment skills for successful
development in the modern digital environment. | demonstrated theoretical knowledge of
the impact of the digital era on education, which was visually presented through various
digital tools. Through the completion of tasks, skills in researching information, analysis,
structuring and teamwork were demonstrated as well as using platforms for visual
presentation of concepts.

My digital competence is additionally highlighted in the task involving RefWorks, which
adds academic citation skills and builds on my theoretical knowledge of the importance

of collaboration in teamwork, adding my understanding of managing a successful virtual
team.

The final task — creation of the E-portfolio — showcases a comprehensive overview of my
achieved development. It presents my individual competencies at a high professional
standard to future employers or to a wider online audience, clearly demonstrating how
the competencies | have acquired, expand my opportunities for professional success.

CONCLUSION REFERENCES




image67.png
HOME TABLE OF CONTENTS INTRODUCTION TASK 1 TASK 2 JTASK 3 JTASK 4

CONCLUSION REFERENCES
TASK 1 References

[1] C. Drew, “106 Academic Skills Examples,” helpfulprofessor.com, 16 JANUARY
2024. [Online]. Available: https://helpfulprofessor.com/academic-skills-examples/.
[Accessed 15 MARCH 2026].

[2] OECD, “OECD Skills Outlook 2019 Thriving in a Digital World,” oecd.org, Paris,
2019.

[3] W. Tyson, Teaching and Learning Employability Skills in Career and Technical
Education, Cham: Palgrave Macmillan, Cham, 2020.

[4] “mentornets.in,” [Online]. Available: https://www.mentornets.in/employability-skills.
[Accessed 10 MARCH 2026].

TASK 3 References

[1] B. W. Tuckman and M. A. C. Jensen, "Stages of small-group development revisited,"
vol. 2, no. 4, pp.419-427, 1977,

[2] P. Pazos, "Conflict management and effectiveness in virtual teams," vol. 18, no. 7-8,
pp.401-417, 2012,

[3] O. B. Ayoko, A. M. Konrad and M. V. Boyle, "Online work: Managing conflict and
emotions for performance in virtual teams," vol. 30, no. 2, pp.156-174, 2012,




